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ABSTRACT \ 
. This booklet along vith six others comprises a 
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teachers"of undereducated workers or job seekers whose inability to’ 
develop the skills and obtain the knowledge necessary to meet the 
requirements of the working world: are primarily due to a lack of 
competence in reading and math skills. This second booklet is a 
detailed report of the employers' survey which was done to obtain 


“+ information concerning specific competencies needed for job success 


‘which could be meaningful in developing a comprehensive 
‘career-oriented adult education program for illiterate workers. 
(Booklets 4-7 contain the instructional programs developed in each of 

e following areas: Manufacturing, municipal government, health 
services, and construction. ) Following an introduction, there is a 
section on procedure describing the development of’ the survey form 

‘and one covering the data analysis, which includes several tables and 
figures cgi eee! the responses récéived from 47, supervisory — 
personnel directly responsible for 1,000 low educational level 

‘ workers in four categories of enploynent. The final section 


vs identifies important sutvey results including the following: Basic - 


academic skills were necessary to retain and advance in employment; 

eaployers placed more emphasis on basic reading and writing skills 
-than on math skills; and occupational skills weré RMRSODELY ranked as 

being important. The survey form is ale (ES) a i 
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: wD. + INTRODUCTION : . it 


a, i Mt The ability to ign skills and obtain "hiiendl edge? necessary to 


re meet the requirements of totlay’ s working world are “cite the most 
| | important determiners af economié success anny adult ny attempts 
have been madé to pinpoint the indicators of this functional a al 
tence and‘many names such as “functional AV itteraeyy” *eowing skills," ; 
a _ “and ' "job .surv4val skills," have been used in association with the 
activitiés designed to help workers or job seekers attain or improve : 
a, _.| certain competencies in relation to these tasks., The intent of this 
7 . Btudy was to obtain information from employers in the Lafayette area . 
concer'ning vhace academic, occupational and inter-personal competencies 
. which couldebe meaningful in ‘developing a comprehensive adult education 


model for a career oriented training program which could help meet the 


needs of illiterate workers. 


- 


- Louisiana's educational problems have traditionally centered 
around the large number of 411iterates in’the state. Efforts of 
Louisiana Adult Educators during the last decade have reduced illit- 
eracy from 21.3% to 13.1%, the highest percentage of illiteracy 


reduction in the United States for that period.” Even with this — 


/ 1 


fo Job as Skills pentane Illinois: Society for Visual 
: Education, 1973), p. 6-8. . 
\ 21970, Census of Population, General Social and Economic 
Characteristics, Louisiana (Washington, D. C > U. S$. Government 
Printing Offices 1972), Table 20.’ vt 


ofS y 4 i ga 5 « ; 2 
. i Ay achievement, a Publ te Affairs Research Analysis finds that: 
1. Louisiana had the highest percentage of adults with no 
schooling in 1970, just as it did in 1960. 
2. The proportion of adults in Louisiana seal ae functional 
illiterates in 1970, was about the level for the United | 
States in 1940.3 ¢ ! 
‘ Louisiana is ten years behind the average state in measures of educa- 
tional’ attainment with a level of functional illiterates of 13.1%. 
If educational advancements are made at the ere pace as thé rest of 
’ the nation, which is reducing illiteracy at the rate of' 3% per ten 
. years, Louisiana will continue to lag ten or more years by 1980.4 ie 
The educational status of Louisiana is a tremendous handicap 
to the economic potential of the State. Ina 197} ad conducted y * 
the Public Affairs Research Council, iPhas. pointed ‘out that Louisiana's 
‘primary deterrent to industrial development is he lack of trained man- 
uae On the focal level the annual Manpower Planning Report for the 
Lafayette detonate area states that inadequate education is ‘ne of 
the nador obstacles to obtaining and retaining of suitable and gainful 
employment.© Statistics of Louisiana Adult Education Programs indicate ' 


a that approximately 26,000 adults, 25 years and older, (51%) in Lafayette 
‘i F ! 
3Educational Attainment in Louisiana, PAR Analysis No. 188 
. (Baton Rouge: Public Affairs Research Council, February, 1973). 


4Digest of Edueational Statistics, (Washington, D.C.: 
U.S. Department of Health, Education, and Welfare, 1960), p. 126.. 
5 


Industry Rates Louisiana, PAR Council of Louisiana (Baton 
Rouge, Louisiana: March, 1971), p. 4 


> 


Garea Manpower Review fiatavetie, Louisiana: Louisiana 
Department of Emp oyment sat September, 1974), p. 9. 
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Parish, have not cqnpleted the requirements for a high school education. 


Of these, approximately 10,000 have completed less than 5° years a 


schooling and can probably be considered functionally illiterate.’ 


According to officials at the employment services office, about 80% of 
these illiterates are part of the Lafayette area wave, force, 
Functional competence has been: defined in ‘several ways but new 
development in this area helps” shed new light on a Sahvers. more 
comprehensive explanation. In Louisiana, "Functional illiteracy has 
been commonly used to denote a ere who has completed fewer than 
five years of school and has a lack of ability or skills needed to 
deal with the problem of employment, obtaining adequate shelter, food, 
clothing and assuming citizership, respons biTiti@s" “Extensive “ 
research and development by the Adult, Performance Level study at 
Austin, Texas has revolutionized the concept of- functional literacy. . 
The findings of the Adult Performance Level Study have provided 
information for a general theory of adult functional competency .2 
By applying this theory: to the requirements of the world of work, 
the following correlaries may result: : 
1. "Functional competency is a construct which is meaningful 
in only one specific societal construct." This thesis may, 
‘ = a ¥ Me 


Tarie Meno, Statistics of Louisiana's Adult ‘Education ~~ 


Programs, Bulletin No&l222 (Baton Rouge: Louisiana State pig 
Department of Education, 1973), p. 1. 

8 ouisiana Adult Education Staff Development Project, 
Training Manua afayette, Louisiana: University of South- 


western Louisiana, 1974), p. 17, 
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: Adult Functional Competency: A Summary (The University 
of Texas at Austin, March, 1978, Ds Os . 


be of more significance in the technological states of dif- 
ferent careers, for example: A worker who is functionally 
competent at one job may be totally incompetent in anol er. 
"Functional competency does not consist of a single skil 
even a set of skills, instead it is best described as the ° 
application of a set of skills ® a set of general knowledg 
areas." These skills and knowledge areas applied to emp1o. 
ment and advancement dnportuhitles sin be compared to the 

’ performance requirements of ae in various career 
lattices. oA: , 
"Adult competence is a function of both individual capa- 
bilities and societal requirements. ° Functional competence 
is a dynamic process rather than a static state." As 
‘applied to a career situation, this implies that if Job 
requirements change-and the, worker “does not adapt in some 
form, then that worker aeons less competent. 

"Functional competence wis directly related to success in. 
adult life."\ This assumption, taken in an employment Con- . 
~ text, imp ; that functional competence. is directly related 

to success on the 56 
The final assumption implies that occupationally rejated 


——~~™— concerns should be taken ‘into consideration when developing dult 


- {* siucatton curricula and has furnished the impetus for the following . 


questions: 
1. What are employer perceptions of the levels of academic 
competency needed by undereducated and underemployed adults 


to be Successful in certain areas of employment? 


4 


2. To what extent are job @urvival skills inoartabt to secure and 


retain a job? 


3. To what extent do. certain attitude traits affect a silat ''s 
ability,to ‘retain and advance on the job? 


~{ 4. How can this’ information be applied to-an adult, career educa- 
. > : . . W7 
tion curriculum? : 
Pay a 


I These questions were incorporated into the employer survey to 
- help establish a base of information which has proven to be helpful 
in development of adult ‘education curricula. 

- Results of the survey should be examined carefully before 
other ge enabahteations. can be made. The broadness of survey Suen 
and limited samples of employers surveyed stows for some questjons 
about the validity and reliability of the results. Great care has | 

been taken to includ’ the concerns voiced by employers, but coricarne 
of one establishment usually vary greatly from those of another and 
to administer a survey which could cover all of the concerns would 
have been impossible. Nevertheless, there is evidence that the 
inédimetton derived from the survey will prove to be useful for the 


/ safayette area adutt education programs and can serve as a basi§ for 


other local programs wishing to implement the career education 


approach. , 2 


% 


wif 


és ae . PROCEDURE _— 


- » The Lafhyette Parish Adult. Education Program has been a leader 
. “An attempting to reach Sncttonal illiterates by initiating fareer- * 


oriented educational programs. These efforts. led to the devel Goeant 


a 
of the Adult Career Education curetoulus Guide. After initial intro- 


duction of the Guide, and early attempts to wneerponase the career’ 7 
‘Approach in Adult Education, it was peknON eng ‘that a _comprehensive | 
“ éisbattoce’ program was ypeded to infuse career education concépts 
into adult education Classes for workers. ‘ ¥- "Re 
= ‘ Project "Apple Core," an Act 309 Adult Education speciat 
| Project funded in Lafayette Parish in cooperation with,the State 
a Department of Education, was designed’ to attack the i problem | 
of getting an, occupationally related educational program to ee 
and making it relevant, meaningful and purposeful for both employees . sare 
and the employers. This employer wie was an‘important Barttor the 
\ oe . early phases of Project "Apple Core." ae 
. During the preliminary evaluation, employers, saesonel direc- 


tors, Supervisors, counselors and administrators were contacted at 


the following agencies: + City of Lafayette, Our Lady of Lourdes and 


Charity Hospitals, International Laborer's Union, University of 


Southwesterh Louisiana, B. F. Trappey & Sons, Vocational Rehabilita-_ 

hb ; tion, Louisiana Employment Securities Office, and the Acadiana Mental 

’ | Heal th Clinic. As a result of intensive discussions, many concerns - 9s 
related to competency levels were uncovered and the need for an , 
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assessment to determine specific competencies became apparent. 


: a 
Information was gathered during preliminary interviews con- 


_ cerning areas of needs perceived.by employers. This information was 


compiled and revised to exclude redundant items. The major areas of 
concern which were discovered centered afund the fol lowing: 

1. Attitudes of workers which attribute to their ability to seek 
and retain employment, orientation to the job and personal 

| factors which relate to occupational awaréness. 

2. Job suivinal skills which. help workers improve the ability 
to retain: and advance in his eniploynent, tasks which relate 
to following instructions and accepting responsibility, and 
other problems which hinder production. 

3. Academic skills which are necessary to sarforn satisfactorily 
at various jobs. These were limited to the basic academic 
areas of Teading, writing and arithmetic. 

These concerns. were ieceeeatatath into the employer survey , 
using questions which ies designed for limited responses in a format 


10 


similar to that used in the Survey of Organizations. This was done 
* ? é \ 


to eliminate open ended responses and ease the tabulation process. 


The survey was administered to plant managers, personnel 


directors, department heads - ‘and other e-iideiale with direct 
. responsibilities, for low-level workuie, "The surveys were completed — 


anonymously in'an effort to obtain accurate information, but the forms 


were kept separate in four categories: -health service, municipal 


*a 


; 10James C. Taylor and David G. Bowers, Survey of Organiza- 
tions’ (Ann Arbor, Michigan: Malloy Lithographing, fie 1872). 
ae : 


p. 7-19 
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‘service, -private industry and a miscellaneous category. 
. ‘ > 


The survey was composed of questions related to (1) demo- 
graphic information, (2)"attitude traits necessary to seek certain a 
employment, (3) job skills which aid in retention.and advancement in 
employment, and (4) academic skills acest to perform satisfac- 
torily at various jobs. Appendix A contains a copy of the survey 
and directions for its use. ° 

Results were tabulated ‘and an item analysis. sheet compiled . 
for each eho toynient category involved. Comparisons of each were 
accomplished with a graphic representation of the four employment 


categories in relation to each question area.. 


ANALYSIS: OF RESULTS « 


i 


~ ‘ Forty-seven completed surveys were: returned and classified 


in four categories: 10 in the municipal service group, 9: “in health 


" services, 8 from private industry, and- 20 in the miscel 1éneous ‘ 


category. This sample was representative of the vertu groups 


selected to sae lcd in the educational program iaviled by 


Project’ "Apple core," and provided ivtomeatton from immediate super- 
+ “wisors ¥ roughty one ‘thousand Tow educational level employees. 
Demographic statistics yielded the following énformation for ; 


each. category: .. 
P " ® 


; Municipal Services : (ty 


This éategory was comprised of 4imnediate supervisory personnel 
in charge of employees in the PubJic Works Department of the City of 


Lafayette. Their responses showed that pore than 50% of employees 


within each area of responsibility worked at.low level jobs. In 


regard to promotion’, the supervisors indicated that only 6 to 15% 
_ of present employees are qualified and can expect : ieeadial - They 


also indicated that less than 5% of the present supervisors were 
promoted from within. Employees are selected under Civil Service 


a‘ 


jurisdiction. ‘ 


Health Service 
This category was comprised of eee heads in various 


ceparaeent of Our Lady of ssnidenl and tharity Hospitals. More hain 


a 


‘9 5 f ‘ 
13, Ny bg 


ie under Civil Service, and open employinentt policies. 


; Private Industry = cy . : t - 


+ _ Surveyed attributed to the higher level of 


50% of emp ones in these departments were low level employees. _Sta- 
tistics eves that 16 to 25% of present employees. tould expect 


promotions but: only 6 to 15% vere \qual ified. Employees are selected 


- 


a) 


This category consisted of ‘the supervisors Of, Siteus depart- 


- ments’ at B. F.-Trappey & Sons, ‘a locat canned foods manufacturer. ~ 


‘Twenty-six to fifty percent of the employees in the departments sur- °-. 
; ee Ve ® ; 

veyed held low level ‘jobs. * Supervisors here also indicated a greater 

number of emptoyees could expect promotions if certain qualifications 


were met.. This area had the highest percentage (25% to 50%) of super- °° 


- visors hired from within. Many employees are Saath the 
hired ‘under 


’ 


Louisiana Department of .Employment Services and all 


_ open fil niet policies. 


Miscellaneous : Cyt 


This group scene responses from agency administrators, 


* counselors: and owners and waxapebs of small businesses. This cate- 


gory ranked last in percentage of ‘persons involved in low level jobs. 
The variety of areas ‘involved. and the hature 3 the businesses 
i in ‘this: category. 
Results indicated that a larger pireantine employees could expect 
~ promot ions as. compared to the percentage who met. the qualification. . 
requirements ‘for “higher level jobs. Selection of pee varied : 


from open employment to union ‘jurisdiction: and in some ageless, ‘° 


- tecladed various types of testing. 
x 


a : 14 


. > are 
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Another: problem expressed in the preliminary evaluation was 


11 
the ability to fill job applications. Statistics bore this out, in 7 
e7 -8 , fact, employers indicated that almost half of the persons applying 
for a -job have difficulty oo out an application form. 
_ yT0 extract useful “information, different scales were neces- 
“sary. Demographic questions were Presented using a percentage range, 
attitudinal “questions using an importance scale, job skill.questions 
— an extent scale, etc. "oe 
PA ; . Employers® were asked to respond to the attitudinal questions 
en a closed choice type of response with the’ following range: 
: oy Very little importance. ; | 
2. Little importance. 
3. Some importance. : . , 
es: “4. Great importance. 
5.. Very great importance. "it 
; Responses were assigned corresponding numerical- values for 
. ' Statistical: pire, Statistics represent the numerd.cal average of 
responses. which are listed in order similar to the survey. questions. 
/ Table 1 Fepresents employer responses to questions involving : 
attitudinal traits. For example, survey question. 8E reads, "8. 
How spartan are the following: when considering a person for f ; 
exp loyment? ‘E. Esherness to Learn." The numerical average in the ‘ 


"private industry" ‘column for 8£ ‘is 3.75 which implies that employers 


as : «8% 


placed great importance upon that trait. © >. ; ; - 
. ¥ -) . . 


ta 
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ATTITUDE TRAITS 


MUNICIPAL 
SERVICE 


HEALTH 
SERVICE 


PRIVATE 
INDUSTRY 


MISC. 


- : . agli ha opinions varied greatly on the importance of 
attitudes of workers. In’ some instances, emptoyers were in very close 
‘agreement and ranked some traits. very highly, in ather instances, the 
; difference of opinion among ‘the di ffgrent companies. ranged ‘from very 
high to very low. Figure I on the following page is a graphical 
interpretation of Table 1 sai the range in differences among 
a - . employers. .) ‘ 
.  - vartation of tie 2 {importance scale was required to represent 
’ the employer expectations in the area of job skills. With this group 
7: questions, employers | were asked to what extent the skills affected 
pertofhance on ‘the dob. Answers were ranked as follows: 


. 
° y Soa 


. . 
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Figure I IMPORTANCE OF ATTITUDE TRAITS L\ 00 
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Very little extent. ae —_ 
Little extent. , a ; a 
Some extent. ° ig ban ; 


Great..extent. 


v 
no fF w Wh meh ® 


Very great extent. 
z *  Numérical values were, assigned correspondingly for statiatical 


purposes. For example, survey question 17A reads, "17. To wink extent 


. do.the following problens hindep productions B Absentneise,* The | 
a. numer ica) average for 17A in the “private industry" .column ts 4. 00 
re 
which implies that sbeentasise hinders iin sane only to some exterit. / 


adate 2 presents the employer reactions to oF skills questions. 


TABLE 2° Testes 90g seuss ; 
MUNICIPAL - .. HEALTH,” “PRIVATES ° 
SERVICE. ' SERVICE ° p{NDUSTRY MISC. 


Employers were more consistent in respgnses involving job 
skills. “They tended to rank all job skills with very litfle vattas . 
fion. Figure II presents a graphical picture: of the agreement of f 
employers about! the importance of job skills. v 

Most workers are expected to read, compute and record most 
simple job related facts and information. Academic skills, involving 
‘ higher level reading, writing and computation were not considered as 
important. Statistics for the academic skills are presented in the ‘ 
following tables, atin Skills are listed in Table 3, reading 


, ~ skills in Table 4, and writtng skills in Table 5.. 


* TABLE 3 , ~ MATHEMATICS SKILLS 


MUNICIPAL HEALTH PRIVATE 
SERVICE SERVICE - INDUSTRY» MISC. 
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Figure II EXTENT OF HINDERING PRODUCTION ° 
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READING SKILLS 


MUNICIPAL HEALTH PRIVATE 
- SERVICE SERVICE INDUSTRY MISC. 


Academic skills were represented with an importance scale. 


Employers indicated a tandnney to rank higher order" academic skilT$ 

with less importance except when specifically related to job areas 

such as job reports, account forms, and cost analysis. These 

tendencies are represented graphically’ in Figures IIT; W, and V. ve 
? . Surprisingly, raphovees tended to place nore importance on basic” 4 
nadlag and writing skills than on math skills as indicated ins 


Figure VI. , sa 


WRITING SKILLS 


MUNICIPAL HEALTH PRIVATE 
SERVICE SERVICE INDUSTRY ‘MISC. 
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Figure III . | 
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Figure V IMPORTANCE OF WRITING SKILLS 
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Figure VI . IMPORTANCE OF BASIC 
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ee ee SUMMARY AND CONCLUSION’ 
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Project “Apple Core” has generated much interest in cooperative : \ 


» educational programs because of the large percentage of adults in 


Louisiana with an inadequate education. By relating education to 
routine tasks performed by workers, many avenues for development of 
new skills are possible. Opportunities for more gainful employment 
are eee present on most jobs and certain increases in competence 


may help ‘pre prepare a worker for advancement possibilities which wele 


2, A nr a nn, eee 


\ In an attempt to determine which skilTs were considered 
__Amportant by employers, many interesting facts were d discovered. 
Demographi¢ Statistics revealed a-large number of wmlovent with a 
low Jevel of education. Almost all employers feel that certain 
evloyees ‘would make excellent supervisors if they could meet certain 
qualifications 1 e.: fill out forms, progress reports, and cost. 
analysis sheets. , 

Results of the survey signify that basic ‘academic skills 
were necessary to retain and aaaee in employment. Higher order a oe 
scatante skills tend to be more dupdctane to “employers when a rele- 7 _ 
vant skill is associated with a particular job task. Another signi- 
ficant fact revealed by the survey was that employers placed more 


_ emphasis on basic et and writing skills than on math skills. 
ed 


Opinions var greatly in ithe area of attitudes of workers 


but a good attitude toward life i and the willingness to work 


ie . oes 24 
., were rankeg: very highly and consistently by all supervisors, The | 
" varience of opinion may be attributed to several factors including 
the nature of work and educational level of englavers. “i a 
, Occupational skills deve yanked more uniformly than any other 
skills, implying that regardless of the position or the nature of the 
«Job, the work mus¢ be done. ne showed that many present 
exptoyees are capabte of doing the job in higher positions but durnot 
meet the requirements for one reason or another. 
This survey can only form a base upon which to sci the 


¢ 
framework for developing a carver-felated adult baucation curriculum. 


at The findings suggest that producing functionally competent adutts 
should be the goal of, cooperative adult and regular adult programs. . 

rae. Educators should ms fe the statistics when developing curricular 
and should try to relate class work to the functional n needs of o 
workers. The effects jof relating instruction to employment tasks 
are va immediate but Fetention and enthustasm ‘are improved as 
students become more involved. 


Basic reading . arreing skills can be taught more effec- 


tively | by using forms or ceticnties related to different occupa- ° . - 
tions. Mathematics problems should be oriented to the world of . 
work and many higher order skills can be simplified and explained 
jn a manner which could allow a worker to reorganize work habits 
and become more efficient on the job. A career-orfented adult 
education program sitet devote a part of instruction to develtcpeent 
of positive-work attitudes and interpersonal skills. Many of the 

* skills perceived by employers as important to get along on the job 


have been identified as performance indicators in the Adult Performance 
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Level Study. This implies that educational practices in the areas of 

, basic education for adult Vife and training for a career should be 

geared to developing functional competencies. i 

The effort to determine competency levels for low lev 

saxitovers has been incorporated in a covperative survey to be admin- 

istered by the Lafayette Chamber of Commerce. The goal of this parish 
4 survey is to determine which job openings will emerge in the future in 

all areas of employment from totally unskilled to professional. 

Results of this survey are to be used to help local ‘ehucat ioral and 

eiplopbent institutions prepare not only adults but high school and 


’ 


" college students to enter the work world with relevant salable skills. 
Ganon dic Rerees neocter enentnertinettn inoue trate ste atin yn tyne tstnPetneermanr nineteen 


Other findings such as the concern of employers over reading 


and writing rather than math skills and the great variance of opinion 

about attitudinal traits could be further investigated and may prove 

to be of value in upgrading functional illiterates in Louisiana. se 
Traditionally, Louisiana has been on the bottom of the totem 

* pole of States in the area of educational attainment. In an effort” <.. 


to alleviate this problem, the Lafayette Parish Adult Education — 
Program has turned to Career Education to help adults meet the 

_ pragmatic requi reaents of ue world wf work. Using a survey to 
determine levels of competencies required for Tow skill level jobs, 
the staff of Project “Apple Core" has produced data which contains 
implications for deve lopment of career-related curriculum for adult 
education programs. These results can have an impact oh educational 
practice in adult education and can form a base of information upon 
which to build an educational system more responsive to the needs . 
of both employers and their employees. 5 \ 
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APPENDIX A 


: ‘  PROUECT APPLE CORE  - . 
EMPLOYER. SURVEY 


Tow employer survey is being administered to piant 
managers, personnel directors, department heads,: and others _ 


employed in supervisory positions in the Lafayette area. It 


is an effort to determine competency levels necessary for 


employees to function effectively in various career situations. 


Your cooperation will be of valuable assistance in oe erat tun . 


relevant educational _programs for employees of this area. 


atlanta shimano les ete ciate om 
- cameras heer Ante a nie th nett i tg te net ls ne ty AON pe tn a ai 


a eens 


DIRECTIONS 


—Please mark all-answers. on this questionnaire.. Space see ane 
4s provided on the answer sheets for all responses. Any 
addétional remarks may be written on the reverse side of 
th. :ast ansiiar sheet. Read all questions carefully and es ” 


mark each response in its appropriate ‘space. 


DEPARTMENT SIZE 


r 


Approximately =: employees are involved’ i 


lobe which fall within this supervisory area. 


| er 
- low dl level sjob? 


6. 


. What percentage of employees in this department are satis» 
eons Feed tO” be-in-a ~Job-without~the-possibility—of promotion 


“empover survey 


What percentage of employees ‘in this department. work at a 


. 


What parentage of employees can expect promotion? 


- What percentage of present employees. do you beTieve have 


the qualifications except for experience eran! for’. 
promotions? ; 


What percentage of supervisors os now were promoted 
from within? 7 


What percentagr of employees have difficulty in filling out 
an i birt \ 


Oe ee on 
~- See ee ~ 


7. 


Jobs here cone ander: 


(1) Union Surisdiction 


(2) Civil service pr? 


(3) Employee organi zat fons ¥ 
(4$ Open ‘employment policy 
(5) Other 


~ 


How important are the following in considering x person ‘for 
employment: 


A. Display of good attitude toward life 


B. Display of good attitude toward work 


C. Basic academic skills (Reading, Mathematics) 
D. Simple manual skills 


‘EB Eagerness to lear 


fF. Wanting to work -- > ‘ 
G.. Ability to learn complex skills. 
ih, A 287 


- 


Less than 5% 
15% 
25% 


fis (2) (3), (4) (5) 


(1) (2) (3) (4) (5) 


0) 2) (3)-14) 6) 


i 


i 


to 

a: 
26 to 50% 
More than 50% 


aé@ 
4 


6 
16 


a) (2) (3) (4) (8) 


(1) (2) 3) 44) (5) 


= 


(1)(2) (3) (4) (5).7 


rT) ¢ 
13) a 
ec Vv. 
© — S i= 
” a. 
- a +. 
g Vv - & ] 
i<4 a 1S) 
 E& @ v ¢ ; 
o_ Sa ec -*9 
j °@ ? 
a o .S 
- Q f& * g ~ 
» (=3 °o ° 
- oe a € o 
- 3 Ee - :S 
- eo oe mn 
= »” 
~~ + oF 
.S ~~ ov “J 
o - = 24 C7) 
> +4 WO o > 


(1) (2) (3) (4) (5) 
(1) (2) (3)*(4) (5) 


{1) (2) (3) (4) (5) 


(9) (2+-(3), (4) (5) 
(1) (2) (3-44) (5) 
(1) (2) (3) (4) (5) 
(1) (2) (3). (4) (5) » 


. _ 9. Employee orientation to the first days on the job js: 


: (1) Nearly Impossible. 


* 


- . (2) Have many’ problenis ¢ “ 

_ . (3) Have sone prob lens F 2 . 4 

(4) Have few problems. s 2 5 s 2 

rey eo x @ 

(5) Adapt very easily <= » & s 5 

“pe To what extent ‘do, the fol lowinn affect an employees : e be & $ e 

.- orientation. to the job: . = 4a 4 9 > 

mel . . 

- A. Lack basic understanding of employer expectations 0) (2) (3) (ay (5)' 
B. Feel that the job is “owed",, to them, wo (1). (2) (3) (4) (5) 


“C. back of performance skills ss : ° (1) (2) (3) (4) (5). 
"*  D. Inabitity to concentrate while” receiving ‘instructions “Q) (2) (3) (4).(5) 


~ _£. Hazing by other employees because new employee is a "(iy (2) (3) (4) (5) 


“yreen horn" 


_'s Most new employces: | 


“Q) Resent authority os - 


> 
, e 2 a 
- (2) Have a difficult time adjusting to authority 2 : 2 
: 4 oe » x 
* Q3) Cooperate beqrudgingly - °° { ogee £0. 
‘ ~~ x © 2 ©, 
(4) Understand the need for supervision * ° * x g 
(5) Cooperate unquestioning)y > =: g gS > 
252 6° 
12, To what extent do most new employees understand: > . os N 
. .. « 
~. A. What is expected during a days work ve 7 (VY (2) 03) (4) 05) 
BB. Loyadty to the company , - (1) (2) (3) (4) (5) 
C. What is necessary for @ business to aperate + (1) (2) (3) (4) (5) - 
D. The relationship of ‘governiient to business. , , (1) (2) (3) (4) (5) 
E. The group as a whole is responsible for production - (1) (2) (3) (4) (5) 
4 "The teamwork concept” ao - . 
BL The necessity of qood health =. ‘ (1) (2) (3)° (4) (5) 
° G.° The importance of following safety regulations (1) (2) (3) (4) (5) 


2 38° = 


.” 


13. Most new employees: 


(1) Must be watched continuous ly to. get any work done. 


(2) ‘Must be. pushed into work 
(3) Will wait until commanded me 
1 (4) Are eager to begin work { 
(5) Seek more work upon coanletton of a job 
14, To what extent to new employees: | 


Admit lack of knowledge and ask for help 
Try to fake their way through 


~ Complain about the company 


__ Try to stir up trouble within the company 


ADIN GA 0g 0 te te 


A 

B 

C. Deny mistakes or rationalize ‘ ‘ 
: ; 

E. 

F. 


Bring personal problems\to work 


15. To what extent do the following personal problems 
’~hinder an employee's work potential: 


, we E, Marital problems 
B. tack of maturity 
C. Lack of self assurance ; 
D. ‘Alcohol or drugs 
16. Most employees see the job here as: 
(1) Temporary 
(2) _Short term to gain experience 
P (3) Stepping stone to better job 
. (4). Permanent ‘because of economic heal 


. (5) Permanent and satisfactory 


» . : 

i= Rad 

wy Cc 

+ a 

x es) 

a ” x 

ec - CT) 

a veo Cc r 

- ,_, c ‘oe + 
road x ev + © 
- a on ~< og 

te x -@ Ss 
- a a on 
> 2 a. > 

‘_ ~ 2 aw i's 

CY - oO .S wv 

> 3 nn: oO = 
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(0) (2) (3) (4) (5) 


(1) (2) (3) (4) (5) 


(1) (2) (3) (4) (5) 


(T) (2) (3) (4) (5). 
A) (2) (3), (4): (5) 


a) (2) (3) (4) (5) 


: 
(¥) (2) (3) (4) (5) 
(1) (2) (3) (4) (5): 
“(1) (2) (3) (4) (5): 
(1) (2) 43) (4) (5) 


® ’ 


~ @ 
5: gz 
‘ : * So a 2 
ec : e 5 » € & 
: sk £8 3 
- * & ¢ ® 
- eo qo, ait no: 
‘ - > B wv BIA 
: SY & 8 sk 
. 17: To what - extent do the following elias hinder product fon? Oe Re ae a 
. ye . 
Re, Absenteism ee : : (1) (2) (3) (4) (5) 
e! BY Tardiness es ee ; (1) (2) (3) (ay (By 
_C. gbsent-from work’ Station 7 et <2 4 (1) (2) (Gy (4) -(5) 
0, , Disregarding rules ; “4 AN: (3) (4) (5) '< 
E. Carelessness "ta SNe AT (2) (3). (4) (5) 
ip oF Not giving a fair days work 7 se * qQ (2) (3) (4) (5) 
G. Inability: to follow instructions : “(1p (2) (3) (4) (5) 
‘We. Doing messy or incomplete work. s  , - mi (2) (3) (4) (5) 
- I,. Lack of interest in work (1) (2) (3) (4): (5) 
so eaeheenennenen eaenreaenmanebenmpetmmainettiennemeianeamn “Steam enemmaneil ansaanio, fee rmeeimee i cemtanaces eielecdtes padpe quewnmninheedds 
* d. Inability to accept responsibility. . s § > (1) (2) (3) (4) (5). 7 
4 Ke Lack gf manual skis "6 “ (1) (2) (3) (4) py. 
LS Lack of acadenic skills +. eR ae ge 0) (2) (3) (4) (5) 
Please list additional problems not wentioned ¢ “, % ae « 
, F . “ o u a ke 
a i ag caret Qa-£& @w-.0 6: 
9 : ote ’ ts Ee o, 13) Cc. oa 
-, : “EE 68 fe. 
a °o ~ i 
, me ge > E 6 8 So. 
; a ae e « 
* 18. of what importance are the following. wathematical — Pace. an ts, 
ey skills in. this department: “ > = g-3 ra 
- The employees in this department should be able to: S354 & $ 
“A, Read ‘two and three digit whole numbers 2 2 aR ~ (1) (2) (3) (4) (5) 
4 -B. Add two and three digit whole numbers . (1) (2) (3) (4) (5) 
C. Subtract two and three digit whole numbers (1) (2) (3) (4) (5) : 
D. Multiply two and three digit whole nunbers ~~ (1) (2) (3) (4) (5) 
E. Divide two and three tigit whole numbers (1) (2) (3) (4) (5)- 
- F. Do arithmetic with fractions and mixed numbers ° (1) (2) (3) (4) (5) 


19. 


Do arithmetic with decimal numbers 


= & 


Use 2 in solving problems 
Work measurement problems 
Read meters or graphs 


Fil} out account forms 


- SR je -— 
. : ° 4 


Use equations to solve problems 


Please list addjtional skills not mentioned 


¢ 


4 
Very- little importance 


Little importance 
Some. importance 
ery great.importance 


reat importance 


o 


(1) (2) (3) (4) (5) 
(1) (2) (3) (4) (5) 
(1) (2) (3) (4) (5) 
(1) (2) (3) (4) (5) 
(9) (2) (3) (4) (5) - 
(1) (2) (3) (4) (5)° 


v 


be} e 

¢ H g 
<—— BE os ; 

ee - ees f 

= hee 8 

Of what importance are the following reading skills in this = a é a5 ¢ 
department. . ~ co 3 ~ 
The enp)oyees in this department should be able to: & = § = & 
A. Recognize alphabet and know alphabetical order (1) (2) (3) (4) (5) 
B. Read simple sight words such as name, date, hours, (1) -(2) (3) (4) (5) 


total, etc r 


C. Read functional signs such as LOADING ZONE, PRIVATE (YW) (2) (3) (4a) (5) 


EXIT OMLY, HIGH VOLTAGE. — 


0. Read and interpret. simple messages Bnd 
instructions. 
U7 . 2 


written (1) (2) (3) (4) (5) 


* Read technical vocabulary terms specific to his job area 


Read and interpret forms such as application forms, 
requests for purchase, department MEMOS» worksheets, 
questionnaires. 

Read and interpret maps, charts, graphs, outlines. 


Know and use book parts such as Jable of Contents, 
Index, Glossary. 


Locate and read information from catalogs, reference 
books, monographs. 


Analyze and interpret printed data. 


Select and evaluate printed material in terms of 
appropriateness, accuracy, purpose, and implications. 


Conduct independent research. 
PleWe list addittonal reading skills not mentioned. 


Of what importance are the following writing skills. 
The employees in this department should be able to: 


A, 


o 


ee 


Write numbers and the letters of the alphabet. 
Record their name, address, and telephone number. 


Kecora sinple basic information such as date, 
hours worked, tatels, etc. 


- 42 


(1) (2) (3) (4) (5) 


(1) (2) (3) (4) (5) 


(1) (2) (3) (4) (5) 
(1) (2) (3) (4) (5) 


(1) (2) (3) (4) (5) 


(1) (2) (3) (4) (5) 
(1) (2) (3) (4) (5) 


(1) (2) (3) (4) (5) 


Piel 
4 re) 
EERE E 
~ oOo, = 


(1) (2) (3) (4) (5) 
(1) (2) (3) (4) (5) 


e 

g e 
4 <4 
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(1) (2) (3) (4) (5) 


Fill in basic job application forms. 


Write simple telephone messages or instructions of 
one or two sentences. 


Write ies or instructions of one or more paragraphs. 


Record technical information spécific to their job area 


Draw and record information on charts, maps, graphs, 
and outlines. . 


Fill-in forms such as requests for purchase, depart- 
ment memos, worksheets, d@rident reports, etc. 


Compile and submit written reports on job related 
matters. ‘ 


Write original or creative material for advertisement 
or publication. 


Submit written research studies in areas of need such 
as increasing job efficiency, working conditions, 


* costs, etc. 


Please Vist additional writing skills not listed above. 


ee ee a eee ee 


sf. 5 
Fait 
<3 ‘ 
meus: 
PELE: 


(1) (2) (3) (4) (5) 
(1) (2) (3) (4) (5) 


(1) (2) (3) (4) (5) 
(iy (2) (3) 4) (5) 
(1) (2) (3) (4) -(5) 


(1) (2) (3) (4) (5) 
(1) (2) (3) (4) (5) 
(1) (2) (3) (4) (5) 


F 
(1) (2) (3) (4) (5), 


